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1.0 About This Training

1.1 Training Purpose
The purpose of the VA TMS Administrators Role-Based Training Sessions 3-5: VA TMS

Training for Domain Managers, Learning Managers, and Item Managers is to provide detailed
information about items, curricula, manual learning assignments and recording learning events,
and how to add and work with them in the VA TMS.

1.2 Target Audience

This session is a requirement for the following target audience:
e Domain Managers
¢ Learning Managers

e [Item Managers

1.3 Training Length
Sessions 3-5 are all 3.5 hours in length. Brief breaks will be given.

1.4 Participant Guide
This Participant Guide contains all key content presented in this training, including PowerPoint

slides with room for taking notes, activities, and demonstrations for each lesson.
The Participant Guide is divided into two sections:

e About This Training

e Training Content
NOTE: Print a hardcopy of this Participant Guide to use during training. You will need to
reference the steps for all demonstrations and activities in this guide while completing steps in
the VA TMS.

o= @ vrL
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1.4.1 Participant Guide Icons

Icons Description

H This icon indicates that there will be a
demonstration conducted by the instructor within
the VA TMS.

ﬁ This icon indicates that participants will complete
an activity.

! This icon indicates that there is a job aid available
for the task.

1.5 Participant Preparation and Guidelines
1.5.1 Requirements

Participants must complete the following for this training:
e Register for training through the VA TMS.

e Print a hardcopy of this Participant Guide for use during the training. It will be
difficult to access electronically during training.

1.5.2 Demonstrations and System Practice Activities in VA TMS

During this training, you will observe instructor demonstrations and complete system practice
activities within the VA TMS. These demos and activities will allow you to study and apply
what you’ve learned about the features, functions, and processes critical to your role within the
VA TMS. The steps for each demonstration and system practice activity have been provided in
this guide so you can follow-along. You may also want to reference these steps after the training.

1.5.3 Virtual Instructor-Led Training Guidelines

This training will be delivered as a Virtual Instructor-Led Training (VILT) using a Web
conferencing software program. You will need a computer and phone with speakers or headset in
order to participate in this training. Follow the guidelines below to ensure the best training
experience:

e Print a hardcopy of the Participant Guide for use during training.

e Be sure to log in to the Web conferencing software and dial in to the conference line
5 — 10 minutes early.

) e @ VALY
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e Mute your phone line for the duration of the training session unless otherwise
instructed.

e Use the chat feature for any questions during the session.

e The instructor may be able to answer your question immediately. Otherwise, he or
she will answer at the end of the training, or send an e-mail afterward.

1.6 VA TMS Administrators Role-Based Training Sessions and Target Audiences
The table below includes a list of all training sessions in this training series, along with the target

audience.
Session Required for Recommended for
Session 1: Introduction to VA o Help Desk (as stand-alone n/a
TMS for All Administrators and training
Help Desk and Reports e Reports Managers
Managers (as stand-alone training)
e Assignment Managers
e Scheduling Managers
e Registration Managers
e Domain Managers
e Learning Managers
e Item Managers
e AP Managers
Session 2: VA TMS Training for | ® - Assignment Managers e Domain Managers
Scheduling Managers, ¢ Scheduling Managers e Learning Managers
Assignment Managers, and e Registration Managers e [tem Managers
Registration Managers e AP Managers
) . e Domain Managers n/a
Sessions 3.—5: VA TMS Traml.ng Learning Managers
for Domain Managers, Learning | | Trem Managers
Managers, and Item Managers

NOTE: Sessions 6-10 are advanced topics that are optional for managers who already have

experience using the VA TMS.

| . Talent
Management
Svstem
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2.0 Training Content: Session 3 (Part 1 of 3)

2.1 Welcome

VA Talent Management System| —l Notes:

VA TMS Part 1 of 3 — Training for Domain Managers,
Learning Managers, and item Managers

Registration Questions/No TRAIN ADMIN ID?
Emalil: clarence.bashshar@va.gov

Please complete the following BEFORE training

begins:

1. Audio: Dial into the VANTS line

2. Presentation & Demonstrations: Adobe Connect

3. Download & Print Training Materials: VA TMS
Training SharePoint site

4. Sign Into VA TMS TRAIN: hitps://va-

train2.plateau.com/learning/admin/login.do. Use
your TRAIN ADMIN ID and PASSWORD

Slide 1: Session Preparation

VA Talent Management System Notes:

VA TMS Administrators Role-Based
Training:

Part 4 of 3 - Training for Domain Managers,
Learning Managers, and ltem Managers

THANETORSUNG POTTNTIAL INTD PERFORMANTY @ e

Slide 2: VA TMS Administrators Role-Based Training:
(Part 1 of 3)

S = @ vrLU
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Uoatning Neadi Manapament 1 af3 | VA Talent Management System Notes:

Session Agenda

+ \Welcome and Introductions

+ Lesson 1: Adding an Item

+ Lesson 2: Main Areas of an Item Record
+» Lesson 3: Substitutes and Prerequisites
+ Lesson 4: [tem Revision Assistant

» Lesson 5: Self-Assign Items

« Question and Answer

Slide 3: Session Agenda

tostning Needs Managemnent 1af3 VA Talenat Management System Notes:

Session Objectives

After completing this session, you will be able to:
« Use item and curricula terminology correctly
» Create, configure, and modify learning items

+ Assign substitutes and prerequisites to items

Slide 4: Session Objectives

O i @ vrL
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tearning Hood:s Management 1 af 3 VA Talent Management System

Introductions

Name
Divigion of VA
Experience with VA TMS

Personal training goal

Notes:

Slide 5: Introductions

o

Talent

Management
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2.2 Lesson 1: Adding an Item

Laarning Needs Managemont 1 af 3 VA Talent Managoment System Notes:

Lesson 1:
Adding an ltem

Slide 6: Lesson 1: Adding an Item

Learning Neads Managemene 1 af4 | VA Talent Management System Notes:

Lesson 1 Objectives
After completing this lesson, you will be able to:

» Define an item
»  Add an item
» Describe and create an item key

+ Understand item classifications

Slide 7: Lesson 1 Objectives

O e | @ VAL
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\earning Neada Management 16fa | VA Talent Managoment System ! Notes:

Item

An item is the smallest assignable unit that can be tracked in
the VA TMS. It may be a learning or non-learning activity.

Item Examples:

» Reading a standard operating procedure (SOP)

Obtaining a commercial driver’s license

Obtalning an annual physical

Attending a mandatory all-hands meeting
+ Attending an instructor-led workshop

Slide 8: Item

Loarning Meedt M-jhi;';émn: 1al3 VA Talent Management System _l NOteS:

Adding an Item

» When creating a new item, use the Add New
Learning Itemn wizard to enter key data

« When you complete the creation process and
submit the data, the entered information displays
in the item record

Slide 9: Adding an Item

@ @ vALy
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tearning Hreds Mamsgermant dald VA Talent Management Systom | Notes:

Add New Item Page Enhancements

The Add New Item page now displays attributes
that are marked as "required.”

[ R ——
‘smm R L ke G
‘o
b o ol
* b Do’y Ul
Qe Avyyvel Biptreg. e .

Slide 10: Add New Item Page Enhancements

tearning Meads Managemont 1 af 3 VA Talent Management Systom i NOteS:

item Key

The item key is a unigue identifier in the database
and is made up of three parts:

» ltem type or reference
* ltemID

« Ravision date and time

Slide 11: Item Key

O B @ VAL
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Lraralng Noods Man 1af3 VA Taleat Managemoent System NOteS:

Item Key Parts

Item 1D Revision Date and

VA + 1064922 + (Revi-

152000 10:47 AM
AmuricaNsw York) 12

Slide 12: Item Key Parts

Litarnlng Nevds Staasgement 1 af 3 VA Talent Management Sysiegm NOteS:

item Classifications
+ Scheduled Only

» Online Only

+ Scheduled and Online

» Other

13

Slide 13: Item Classifications

@  Telent
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| Uearning Myods Msnagemant 1afd YA Talent Management System | Notes:

Adding Catalog and Subject Area
Information

+ A catalog is used to make available to users
those items and scheduled cfferings that weren't
assigned by admins or supervisors

+ Access to a catalog is provided through an
assignment profile

+ Subject areas make the item searchable by
keyword

14

Slide 14: Adding Catalog and Subject Area Information

Learning Neads Managsment 1803 VA Talent Management System il Notes:

Demonstration:
Creating an Item

Slide 15: Demonstration: Creating an Item

O @ VAL
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8 Demonstration: Creating an Item

1. Navigate to Learning > Items.
2. Select Add New. NOTE: You can also enter Add Item into the Search field below the button

Y ® N R

10.

11.

12.

13.
14.

bar and select Go.

Select to select the item type, Scheduled Only. The plus sign changes to a checkmark.
Select OK.

Select an item type from the drop-down menu.

Enter the item title.

Enter a description for the item.

Select a domain for the item.

Uncheck the Approval required to self-register checkbox (if it is currently checked).

If there is an entry in the Approval Process field, remove it. (If there is a drop-down menu, scroll
to the very top of the list and select the blank entry.)

Enter the number of hours into learning hours and credit hours. (You may need to scroll down
using the inner window’s scrollbar on the right.)

In the Schedule Template section, on the right side, select “2” from the Number of days drop-
down menu.

Enter 8 in the Hours per day field (if not already defaulted).
Select Save & Exit.

B Talent

) Management
Svstem
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Loarning Needa Managemnnt 1 af 3 VA Talent Management System NOteS:

System Login

« Go to hitps:/iva-train2 plateau.comilearningfadmin/login.do
+ Enter your TRAIN Admin Username

+ Enter your TRAIN Admin Password

(i3 Jom RRCNE |

VALY

P 1 T P e e L

Slide 16: System Login

trarning Neads Mansgement dof3 | VA Talent Management System m Notes:

Activity #1: Create an Item

System Practice

Slide 17: Activity #1: Create an Item

© S @ VALY
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[

ﬁ Activity #1: Create an Item

Scenario: Your area is going to offer two new courses for new hires and you have been asked to create
the two new items in the VA TMS. The two items are New Hire Orientation and IT Policies. Use the
information below for both items.

Place the items in TRAIN domain.

The courses are Instructor Led, 4 hrs. in length, and 4 credit hours.

Use your initials in Item ID, Title, and Description.

Place the items in the TRAIN domain.

Place the New Hire item in the HR and Staff Development subject area.

Place the IT Policies item in the Information Technology subject area.

= g8 gm ghapa e pe

Assignment type ID: Required.

© e @ VALY
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2.3 Lesson 2: Main Areas of Item Record

Acaining Neads Management 4 aft | VA Talent Managemont System ol Notes:

Lesson 2:
Main Areas of Item Record

Slide 18: Lesson 2: Main Areas of Item Record

Vearnlng Hoeds Managemane ) of 3 VA Talent Management System)| \ NOteS:

Lesson 2 Objectives
After completing this lesson, you will be able to:

+ Identify the main areas of an item record
« Add information to an item's Core area
* Define segments

» Add an item to a catalog activity

19

Slide 19: Lesson 2 Objectives

© i @ VALY
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Learning Headt Managrensnt 1673 VA Talent Manngoment System Notes:

The Item Record

Core Area Actions Area

2y N
[.‘h ————— ‘[; ]
— i
Related Area

Slide 20: The Item Record

Notes:

Laatalng Neach Munkpienent 10l 3| VA Talent Managomont Systom

Demonstration:
Three Main Areas of the ltem
Record

2

Slide 21: Demonstration: Three Main Areas of the Item
Record

O @ VAL
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% Demonstration: Three Main Areas of the Item Record
1. Navigate to Learning > Items.
2. Select Search from the TRAIN domain

Select an item from your search results. Once the item record is displayed, review the main areas of
the record.

Core Area:

The core area contains the basic information of the item record, including the item title, item key,
description, and classification. To edit any field in this area, select in a displayed field and enter text or
select a reference value (depending on the field type). Once expanded, the screen displays the following
sections where updates can be made:

e Title

e Description

e Summary

e Extended Summary
e Design

e Process Control

Related Area:

The Related area of the item record contains additional information regarding the item. Select tabs on
the Related tab on the left such as Segments to display the details on the right. Select More to see
additional Related tabs.

Actions Area:

The Actions area of the item record contains links to additional actions that can be taken on the item
record, including:

e Assign (initiates the User Needs Management tool to enable you to batch assign items and
curricula to one or more users)

e Schedule (create a scheduled offering of the item)
¢ Send Notification (initiates the ad hoc notification wizard)
e Copy (opens the Copy Item window that allows you to copy the item)

e Revise (initiates the revision wizard)

N @ VAL
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e Delete (deletes the item)
e Bookmark
e Cancel the Scheduled Offering
e View Roster
- @ vaL

Svstem



dession 3-5: VA 1VId lraiming 1or bomain vianagers,

Learning Managers, and Item Managers

Participant Guide

Loarning Meads Managemant 1 af 3 VA Talent Managoment System

Activity #2: Adding Information to an
Item’s Core Area

System Practice

2

Slide 22: Activity #2: Adding Information to an Item’s

Core Area

Notes:

/£,  Tlent
Management
Svetam
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2.

Activity #2: Adding Information to an Item’s Core Area

. Using the item created in Activity #1, select the Assign Type field and select Required (REQ)

from the drop-down menu.

Select Save.

In the Summary section:

1.
2.
3.

6.

Select the Source field and select Internal (INT) from the menu.
Select the Enable User Requests field and select Yes (if not already selected by default).

Select the Maximum Registration field and enter a default number of maximum users that
should be enrolled when the item gets scheduled.

Select the Minimum Registration field and enter a default number of minimum users that
should be enrolled when the item gets scheduled.

Select the Self-Registration field and select Yes from the drop-down menu (if not already
selected by default).

Select Save?

NOTE: This will give users who are assigned this item 30 days to complete it from the assignment
date.

In the Process Control section:

1.

S

Select the Supervisors can record Learning Event field and select No (if not already selected
by default).

Select the Users can record Learning Event field and select No (if not already selected by
default).

Select Save.

Check in with participants to find out if they have questions about this activity and if they would like to
see anything re-demo’d.

= @R AL
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1oarning Hwadr Managamnnt 1, 6f 3

VA Talent Management Systam| i NOteS:

Working with Segments

+ A segment is a block of time within a scheduled
offering

» The Segments tab of the item contains the

default segments added when the item was
created

i}

Slide 23: Working with Segments

| tearning Nesdi Managernent ) of 3 VA Talent Managament System !l NOteS:

Knowledge Check

List the three parts of the item key:
a.

b.
C.

s
-~
~7

M

Slide 24: Knowledge Check
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\earning Needa Managsmnne 1 of 3 VA Talent Managoment System Notes:

Knowledge Check

List and describe the four types of item
classification:

aoow

-
~"
~

~~

Slide 25: Knowledge Check
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2.4 Lesson 3: Substitutes and Prerequisites

1nainlng Needs Managemnnt 1 af 4 1: VA Talent Management System Notes:
- PR
Lesson 3:
Substitutes and Prerequisites
»
Slide 26: Lesson 3: Substitutes and Prerequisites
leatning Heeds Managacnont 1 af -: VA Talent Management System 7l __ NOteS:

Lesson 3 Objectives
After completing this lesson, you will be able to:

+ Define a substitute
« Understand item credit
« Establish a substitute relationship

» Establish a prerequisite relationship

x

Slide 27: Lesson 3 Objectives
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| tesrning Newdh Manspemant 1013 | VA Talent Managomant Systom I Notes:

Substitute

« Ability to grant a user substitute credit for an
event by completing another event

« Configure the item which RECEIVES substitute
credit with the substituting item

+ Use the Force Credit option to give substitute
credit for items that are not assighed to users

« Retroactive substitute credit can be granted by
using an effective date

« Only one level of substitution occurs

Slide 28: Substitute

| Lasrning Neads Maasgement 1013 VA Talent Managoment Systom 'I Notes:

Credit for Items

Upon successful completion of a substitute itemn, the VA TMS
grants credit for ancther itemn by recording two learning events.

Item given credit for
Item Title Status /(ﬂlﬂlm Date Details
COURSE IT-107 (Rev 1003 - 10/ 3072004 07:49 PA Coltaterd 61842009 0352 PM  View (vl
Americs/New York) Credit AmevicalNew
York

Microtoft Word 3003 Foundations

COURLE (T-108 (Rev 2001 - 10/30/ 1004 07:4% PM Attended 6/8/2009 01:52 PM v D
ArericasNew Tork) Eventor AmericatHew
Az tivity York

Necrasalt Word 2003: Advanced Cancapts

Item attended 2

Slide 29: Credit for Items
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Demonstration:
Substitutes

Slide 30: Demonstration: Substitutes
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9 Demonstration: Substitutes

1. Navigate to Learning > [tems.

Select Search.

SIS

Select the item that will be recorded into a user’s learning history (completed work) with a status
of substitute credit.

Select the item ID link.

Select the Substitutes tab from the Related area.

Select Add New Substitutes. (green circle with white plus sign icon)
Enter criteria to search for the item that will grant substitute credit.

Select Search.

° L® N R

Select the (completion) status substitute credit from the Status drop—down menu. NOTE:
This is the completion status for the item that will receive substitute credit.

10. Check the Force Credit checkbox. NOTE: If Force Credit is not checked, then users must have
the item receiving substitute credit on their To-Do List in order to record the substitute learning
event. When Force Credit is checked, users always receive substitute credit for the item
regardless of whether it is assigned to their To-Do List.

NOTE: If you would like to apply retroactive substitute credit, enter an effective date.
11. Check the Add checkbox.
12. Select Add.
13. Verify the selected item is displayed with the correct settings.
14. Record a learning event for the item that grants substitute credit.
15. Check the user’s Completed Work (Learning History).

&

The Job aid: Manage Substitutes and Prerequisites is available in the VA TMS.
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Activity #3: Substitutes

System Practice

Slide 31: Activity #3: Substitute
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ﬁ Activity #3: Substitutes

Scenario: The VA has recently added two courses, Motorcycle Safety and Motorcycle Safety
Advanced, for their Security officers. If an officer qualifies for the Motorcycle Safety Advanced
Course, he or she should get credit for the basic Motorcycle Safety Course.

Create a substitute relationship for Motorcycle Safety, so if an officer takes the Advanced course, he or
she will get credit for the basic course.

1. Navigate to Learning > Items.

Search for the Motorcycle Safety Course (Item Title, contains, motorcycle safety).

Select Copy from the Actions menu. Select Add the new item to the catalog and select Copy.
Add your initials to the title of the item and select Save.

Select the Substitutes option from the Related area.

Select the Add New Substitutes button.

Enter search criteria to search for Motorcycle Safety Advanced.

Select Search.

A T L R

Select the appropriate status from the status drop down menu (Complete).

p—
(=

. Check the force credit checkbox (to give credit for the item even if it is not on the user’s To-
Do List).

11. Add effective date if retroactive credit is required.
12. Select the Add check box.
13. Select Add.

14. Verify the selected items displays with correct settings in the Related area of the Item record.

3 Talent
Management
Svstem
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Prerequisites

* Prerequisites are identified on the item record’s
Prerequigite tab in the Related area.

» Depending on settings, users who do not meet the
prerequisites are prevented from registering into the
scheduled offering if:

= The prerequigite(s) is(are) not listed in the user's
Learning History
- The user is not registered into scheduled offering(s) of

the prerequisite(s) that has(have) an end date prior to
the start date of the scheduled offering

Slide 32: Prerequisites

VA Talent Management System Notes:

\parning Hesda 'M-'_ln,i"['.l_-nnnl 1al3

Demonstration:
Prerequisites

Slide 33: Demonstration: Prerequisites
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9 Demonstration: Prerequisites

i

® N L kW N W

Navigate to Learning > Items.

Select Add New.

Add two new items.

Select the Prerequisites tab from the Related area of one of the items.

Select Add New Prerequisites.

Enter criteria to search for the other item created in step 1. This will be the prerequisite item.
Select Search.

Check the Add checkbox.

Select Add.

Verify the selected item is displayed.

The Job Aid: Manage Substitutes and Prerequisites is available in the VA TMS.
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Activity #4. Establish a
Prerequisite Relationship

System Practice

Slide 34: Activity #4: Establish a Prequisite
Relationship
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w Activity #4: Establish a Prerequisite Relationship

Scenario: You have decided to make the basic Motorcycle Safety Course a prerequisite for the
Advanced Motorcycle Safety Course.

To create the Prerequisite relationship in the VA TMS:
1. Navigate to Learning > Items.
Search for and select Advanced Motorcycle Safety Course or select from Recents.

2

3. Select Copy from the Actions area of the item record.

4. Add your initials to the title of the copied item and select Save.
5

. Go to Prerequisites in the Related area of the item record. Select on the Add icon. Search for
your copy of Motorcycle Safety Course.

Check the Add box.

Verify that the course has been added as a prerequisite.

o= @ VALY
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, ! Notes:
Knowledge Check

Explain a situation where you

need to create a substitute
relationship.

L

Slide 35: Knowledge Check

Vnarning Negda Management 1 &(3

VA Talent Management System

i Notes:
Knowledge Check

Why would you check the Force

Credit checkbox on the
Substitute tab of the item
record? o
~o"
~

Slide 36: Knowledge Check
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Notes:
Knowledge Check

How many learning events are
recorded on completion of a

substitute item when Force Credit is
checked?

~
~7

Slide 37: Knowledge Check
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2.5 Lesson 4: Item Revision Assistant

Learning Heads Minkgement 1ald | VA Talent Management System Notes:

Lesson 4:
Item Revision Assistant

Slide 38: Lesson 4: Item Revision Assistant

Leaining Naeady Managemnat 1 a3 VA Talent Management System | NOteS:

Lesson 4 Objective
After completing this lesson, you will be able to;

» Describe how to revise an item

Slide 39: Lesson 4 Objective
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Item Revision

When significant changes have been made to an
item, the Item Revision Assistant enables the admin
to create a new version of items for users who:

+ Are required to complete the item as a part of a
curriculum

+ Have the item as a free-floating assignment

Slide 40: Item Revision

Larning Newds Manspemont 103 VA Talent Management System .‘. Notes:

Revising Items

Creating a new revision of an item can have many effects:

« Creates a new item key identical to the old one, with an
updated revision date and time

« 0Oid item remains for audit and reporting and shouid be
deactivated

« Affects substitutes, instructors, and curmiculum
assignment of the ilem

« Free-floating assignment
¢ Future offerings
« Prerequisites

Slide 41: Revising Items
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Demonstration:
Revise an ltem

Slide 42: Demonstration: Revise an Item

Notes:
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8 Demonstration: Revise an Item

Navigate to Learning > Items.

Search for an item and select the item ID.

Select Revise in the Actions area.

Enter a new revision date, revision time, and revision number.

Change the item title, if necessary.

Select Next.

Check the substitute relationship and authorized instructors checkboxes.

Select Next, then Next again

el O

Select the Make this item production ready option.
10. Select Next.
11. Check all four checkboxes in Step 4 of the item revision process.

NOTE: If this item is part of a curriculum, review the item settings within each curriculum and
make any necessary changes to assignment types, initial periods, retraining periods, etc. If the item
has an assignment type of Required (or similar), you must enter an effective date.

12. Select Next and review the displayed information.
13. Select Run Job Now.

| _

The Job Aid: Revise Items is available in the VA TMS.
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Activity #5: Revise an ltem

System Practice

Lx]

Slide 43: Activity #5: Revise an [tem
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13.

Activity #5: Revise an Item

Navigate to Learning > Items.

Search for an item and select the item ID.

Select Revise in the Actions area.

Enter a new revision date, revision time, and revision number.

Change the item title, if necessary.

Select Next.

Check the substitute relationship and authorized instructors checkboxes.
Select Next.

Select the Make this item production ready radio button.

. Select Next.
. Check all four checkboxes in Step 4 of the item revision process.
. Select Next.

NOTE: If this item is part of a curriculum, review the item settings within each curriculum and
make any necessary changes to assignment types, initial periods, retraining periods, etc. If the
item has an assignment type of Required (or similar), you must enter an effective date.

Select Run Job Now.

The Job Aid: Revise Items is available in the VA TMS

Talent
\ Management
Svstem
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Knowledge Check

The admin can choose to not
transfer prerequisites from the
original item to the revised item.

a) True
b) False

LK

Slide 44: Knowledge Check

VA Talent Managament System I Notes:

Knowledge Check

Making revisions to items effects the
following:

a) Substitutes

b) Free-floating assignment of the S
original item ~

¢) Prerequisites ~

d) All of the above |

Slide 45: Knowledge Check
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2.6 Lesson 5: Self-Assign Items

teacning Heeds Minsgement 3ol VA Talent Management System Notes:

Lesson 5:
Self-Assign ltems

Slide 46: Lesson 5: Self-Assign Items

Loaining Heads Mansgemont 1af 4 VA Talent Managoment System . Notes:

Lesson 5 Objective
After completing this lesson, you will be able to:

+ Describe how to self-assign items

Slide 47: Lesson 5 Objective
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Self-Assign ltems

Users can self-assign items by logging in to the VA TMS and
searching for items in the Catalog.

oy 13
Bew it Bapm
e
[“eEhm e e L s
: © Thenselect'Add o
S————= * . T To-Dolist tosel
asaign.

Slide 48: Self-Assign Items

Lasrning Neach Msasgemenz16f3 VA Talent Manogomant Systom Notes:

Demonstration:
Self-Assign an ltem

L)

Slide 49: Demonstration: Self-Assign an Item
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8 Demonstration: Self-Assign an Item

el

e Nw

10.
. In the Reason field, enter why this item is flagged (user viewable).
12.

I3,

Using the item created in Activity #1, select the Catalogs tab in the Related area.
Select the Add New Catalogs icon.
Enter the keyword, user, and select Search.

Select the Add checkbox next to any learning management system (LMS) user catalog.

NOTE: The Add Schedules checkbox should be checked if you also want to add all existing
scheduled offerings to this catalog.

Select Add.

Verify that all selected catalogs are displayed.
Select the Flag drop-down menu.

Select New from the drop-down menu.

Select the Until calendar icon.

Select the last date to display the flag.

Enter an expiration date (if desired).

NOTE: This date determines when the item is to be automatically removed from the catalog. It
is removed by the purged expired catalog APM.

Select Save.

The Job Aid; Edit Instructor-Led Items is available in the VA TMS.

-

Yo @ vrL



DeSsIon 5-3: VA 1 V1> 1raining tor Jomain Ivianagers,
Learning Managers, and Item Managers
Participant Guide

fnarning Noads Maaagsment 1 ol 3, VA Talent Managemaent System NO'[CS:

Activity #6: Self-Assign an Item

System Practice

Slide 50: Activity #6: Self-Assign an Item
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@‘ Activity #6: Self-Assign an Item
1. Select the Add New Catalogs icon.

2. Enter the keyword, user, and select Search.

W

© ® N R

Select the Add checkbox next to any LMS user catalog. NOTE: The Add Schedules checkbox
should be checked if you also want to add all existing scheduled offerings to this catalog.

Select Add.

Verify that all selected catalogs are displayed.
Select the Flag drop-down menu.

Select New from the drop-down menu.

Select the Until calendar icon.

Select the last date to display the flag.

10. In the Reason field, enter why this item is flagged (user viewable).

11. Enter an expiration date (if desired). NOTE: This date determines when the item is to be

automatically removed from the catalog. It is removed by the purged expired catalog APM.

12. Select Save.

The Job Aid: Edit Instructor-Led Items is available in the VA TMS.
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Evaluation & Self Certification Reminder

* You will be prompted to complete the
Evaluation and then you can complete your
Self-Certification for this session.

+ Evaluations can be found on your To-Do List.

Slide 51: Evaluation & Self-Certification Reminder

VA Talent Management Systom i NOteS:

Slide 52: Questions?

o= @ VALY



